CSCF Reporting Requirements and Timelines

	Reporting requirements and templates
	Timing of Submission

	1. Quarterly Financial Reports/Claims

	Submitted in hard copy using the following templates:

“Claim Form – Arrears”

“Claim Form – Advance”

See “CSCF Financial Management Guidelines” for further details.


	Claims in arrears:  on/by the 25th of the first month following the quarter end.

Claims in advance:on/by 25th of the first month of the quarter.

For all claims:

If the 25th falls on a weekend/ UK bank holiday, submission should be by the first working day after the 25th.

Note that from 1st April 2012 only one batch of claims will be processed each month.  Any late claims received past the stated dates will be processed in subsequent batches. This could result in up to 1 month delays in disbursement


	2. Annual Narrative and Financial Reportscovering 1st April to 31st March

	Submitted via email

Completed narrative and financial reports using the following templates:

· “Annual Report Form”
· “Annual Financial Report template”
Plus most up to date:
· Logframe

· Activity log

	Projects started after 1st May 2011:
Annually on or before 30thApril (including 2012)

Projects started before 1st May 2011: 

Annually on or before 30th June every year. 
For projects in their final year:

If you project has an end date of 31st January to 30th June inclusive, your final annual report can be submitted as part of your with your project completion report. A separate annual report is therefore not required.


	3. Annual Audited Accounts relating to every year covered by the DFID grant

	Submittedsigned in hard copy Grant holder’s annual audited accounts
	Within 4 months of the end of the grant holder’s financial year unless a new deadline has been requested and agreed in writing by the fund manager.

	4. Project Closure Documents

	Submitted via email 

· Final external evaluation (see “Evaluation Requirements”)
Completed templates:
· “Project Completion Report form”
· “Project Completion Report Financial Report template.xls”
· “Inventory for disposal of assets.doc”
· Letter of asset transfer

For grants claimed in advance only:
· “Statement of expenditure for advance claims”

Any unspent funds must be returned to DFID. Cheques should be made payable to “The Department For International Development” should be sentto the fund manager. 
See “CSCF Financial Management Guidelines” for further details.


	Within 3 months of the end of the grant

Unspent funds to be returned as soon as the amount to return has been agreed by the fund manager

	Submittedsigned in hard copy Grant holder’s annual audited accounts
	Within 4 months of the end of the grant holder’s financial yearrelating to the final year covered by the grant unless a new deadline has been requested and agreed in writing by the fund manager.


